SOUTHERN CALIFORNIA

Employee Name
Travel Dates
WBS#

Purpose/ Details
of Trip

BREAKFAST

LUNCH

DINNER

MILEAGE

W ASSOCIATION of GOVERNMENTS

Travel Reimbursement Form
Trips Greater Than 24 Hours

to

Time Started Travel Time Arrived at Destination Cost
Date (Must be at or before 6:00 a.m.)' (Must be at or after 8:00 a.m.)’ Max Amount $6.00
$0.00
$0.00
$0.00
$0.00 Subtotal:
$0.00 $0.00
Date (Must be at or before 11:00 a.m.)! (Must end after 2:00 p.m.)’ Max Amount $10.00
$0.00
$0.00
$0.00
$0.00 Subtotal:
$0.00 $0.00
Time Started Travel Time Arrived at Destination
(Must be at or before 4:00 p.m.)' (Must be at or after 7:00 p.m.)"
Date (Or meeting lasts past 4:00 p.m.) Max Amount $18.00
$0.00
$0.00
$0.00
$0.00 Subtotal:
$0.00 $0.00
'Required times only apply to first and last day of trip.
Start Travel Point (i.e. SCAG) End Travel Point (i.e. San Diego) Miles
See Travel Policy for Mileage reimbursement rules
Less adj for commuting miles:
$$ Value of Miles
Total Miles: 0.00 $0.00

48.5 cents/mile




Employee Name

Date to
WBS#
Page 2
Date Max Amt./Day $6.00
INCIDENTALS $0.00
$0.00
$0.00
$0.00 Subtotal:
$0.00 $0.00
LOCAL TRANS (Check appropriate item)
Bus Train Taxi Shuttle Parking *
Bus Train Taxi Shuttle Parking *
Bus Train Taxi Shuttle Parking *
Bus Train Taxi Shuttle Parking *
Bus Train Taxi Shuttle Parking *
*
Rental Car Subtotal:
Rental Car Gas * $0.00
*
AIRFARE
LODGING (Max = $84.00/day except: Los Angeles, San Diego Counties = $110.00/day, *
Alameda, San Francisco, Santa Clara, and San Mateo Counties = $140.00/day)
*
REGISTRATION
*
OTHER
SUBTOTAL $0.00
LESS CASH ADVANCE Check No.
GRAND TOTAL $0.00
* Attach Original receipt
*If Train fare exceeds $25.00, attach Original receipt
* If Bus, Taxi, Shuttle, Parking exceeds $10.00, attach Original receipt
Submitted by:
Employee Name Signature
Approved by:
Supervisor Name Signature
For Accounting Use Only:
NOTE: Be sure to attach a copy of your approved Travel Authorization form. 58200 $0.00
58100 $0.00
12050 $0.00
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